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In ENGR 13300, you will work on many tasks and assignments as part of a team. 
A common way to promote more constructive and productive teamwork is to develop and maintain a set of guidelines for the team. These guidelines can include behaviors, attitudes (typically expressed through behaviors), and roles and can focus on individual team members or the team as a whole. In ENGR 13300, we call this set of guidelines a Code of Cooperation. 
The purpose of the ENGR 13300 Code of Cooperation (COC) is:
· Set clear expectations for team members regarding how to be a productive member of an engineering team
· Provide a structure for collaboration on engineering tasks
· Reduce team conflict
· Create a fair and transparent system for accountability
· Promote professional skills for teamwork
At the end of each section, each team member should write their initials to indicate that they have read and agree to the terms laid out in the section. 

Individual and Team Expectations
This section will review expectations that your team agrees to follow for the remainder of the semester. In the event of any disagreement or conflict, your team must first review the expectations and action items laid out in this document before reaching out to the instructor for assistance. 
Communication:
	Primary Method of Communication
	Group Text, Discord, GroupMe, etc.

	Secondary Method of Communication
	Email, Teams, Slack, etc.



We agree to respond to messages within ________ hours unless otherwise stated. If a team member is unavailable (travel, sports, career fair, etc.), they will notify the team at least ____ hours/days in advance. If a team member is sick, they will contact the team as soon as they are able. If a team member is absent for an ODOS excused reason for an extended period (medical treatment, sport events, military service, etc.), they will give the team as much advanced notice as they are able. Note that team members do not need to share the reason for their absence, they may just state the absence(s) has been excused by the university and communicated with the professor. You should also share your semester work load with each other now, to have a better idea of when each team member has major exams, personal events, or projects that may effect your time commitments throughout the semester.
As a team, in addition to your primary method of contact, share your phone number with your team members. This way you have a guaranteed way to get in contact with each other throughout the semester. 
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Individual Expectations
As a member of a functioning team, each individual needs to agree to a certain set of expectations. This ensures that all members of the team are contributing their fair share of work and completing work to the standards of the course and their teammates. For all team assignments, one grade will be assigned to the entire team. Below are 7 guidelines that each individual member of the team must agree to. There is additional space for up to 3 additional guidelines that are unique to members of your team. Add at least 1 of these unique guidelines that completes the sentence “I agree to….”
I agree to..
	1
	Complete a fair share of the team’s work of acceptable quality and on time.

	2
	Listen to and respect teammates, by valuing their contributions and addressing teammates based on their preference (i.e. Name, Pronouns, etc.).

	3
	Communicate clearly and share information with teammates, including letting them know when something is getting in the way of keeping my commitments.

	4
	Respond to feedback.

	5
	Monitor the progress of the team toward its goals.

	6
	Encourage the team to do quality work.

	7
	Learn new skills as needed to contribute to the team.

	8
	

	9
	

	10
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Team Conduct, Policies and Procedures:
Throughout the semester, you will work together as a team on numerous in-class activities (team assignments) and a team project beginning in week 8. For your team to complete these tasks, each member will need to participate and contribute to your group’s work. You will need to coordinate with each other to make sure all assignments are completed to the satisfaction of the team and are submitted by the required deadline. Your team may choose to rotate through roles each week (such as leader, archivists/documenter, compiler/formatter, lead coder, etc.). In the space below, create at least 5 (but not more than 10) team guidelines. These are things each member of the team agrees to for the semester. In the event of team conflict the teaching team will refer to this list, so make sure to address any potential sources of conflict here. 
Example team guidelines:
· Silence cell phones and remove other distracters (e.g. Facebook), during class time and team meetings.
· Meet on a weekly basis at a set location and time that works for all team members.
· Have a pre-determined agenda for any outside of class meetings
· Rotate through roles each week in the following order….. 
· Submit work that meets all requirements on the assignment or autograder
Our team agrees to…
	1
	


	2
	


	3
	


	4
	


	5
	


	6
	


	7
	


	8
	


	9
	


	10
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Deadlines:
The team will set an internal deadline prior to the submission deadline to allow time for review. Our team’s internal deadline will be ________ hours/days before the official deadline. If a team member misses an internal deadline, the following steps should be taken: 
1. The team member will inform the others as soon as possible that they will not be able to make the deadline.
2. The team must discuss how to redistribute and complete the work. 
3. The teammate must complete a make-up commitment, such as:
3.1. Taking a larger role on the next assignment
3.2. Additional editing of team assignments
3.3. Other: __________________
4. After two missed internal deadlines, a team meeting will be held to address the pattern. 
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Conflict:
As you work together as a team this semester, you may run into conflict between members who have differing expectations for the semester. The two most common team conflicts occurs when team members become non-responsive and do not participate with the rest of the team or when one team member takes on a dominating role within the team. The following procedures are outlined below for you to follow if this happens to your team. Please fill in any blanks with policies agreed upon by all members of your team. You may also choose to add any additional conflict resolution strategies in the space below.  
If a team member becomes unresponsive for more than ______ hours/day:
1. Team members will attempt to reach out to the unresponsive member directly. 
2. If no response is received, the team will document the issue (save a copy of the message showing the time with no response)
3. After two attempted contacts, the team will notify the Instructor or GTA. 
4. Continued non-engagement may result in:
· Loss of credit for the assignment 
· Completing future assignments individually
If a team member takes too much control:
1. The team should discuss the concerns respectfully. 
2. The team redistributes roles more evenly. Document the plan for moving forward.
3. If the behavior continues, the instructor should be consulted and presented with documentation of the situation 
Additional conflict resolution strategies: 


Team Meeting Times
Occasionally, your team may not complete their team tasks during class time. It can be helpful for teams to have a regularly scheduled weekly meeting they can cancel if they do not need to meet. In the spaces below, identify the day, time, and location of your team’s regularly scheduled meeting and an alternate day and time when all team members are available.  
Regularly scheduled team meeting information
	Day of week
	

	Time
	

	Location
	



Alternate meeting information
	Day of week
	

	Time
	

	Location
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Names and Signatures
Fill out your team’s information below. Then have each member of the team write their name and todays date as a form of your electronic signature agreeing to the terms outlined in this code of cooperation. 
	Team Number
	



Team signatures:
	Name and Signature
	Date

	
	

	
	

	
	

	
	





